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/,) Welcome to Cardinal Training
/

This training provides participants with the skills and information necessary to use Cardinal and is not intended to
replace existing Commonwealth and/or agency policies.

This course, and the supplemental resources listed below, are located on the Cardinal website
(www.cardinalproject.virginia.gov) under Training.

Cardinal Reports Catalogs are located on the Cardinal website under Resources:
« Instructor led and web based training course materials

« Job aids on topics across all functional areas

« Variety of simulations

» Glossary of frequently used terms

The Cardinal screenshots included in this training course show system pages and processes that some users
may not have access to due to security roles and/or how specific responsibilities relate to the overall transaction
or process being discussed.

For a list of available roles and descriptions, see the Statewide Cardinal Security Handbook on the Cardinal
website in the Security section under Resources.



/) Course Objectives

After completing this course, you will be able to:

Understand key procurement Processes

Recognize how procurement integrates with other Cardinal modules and interfaces with other
systems



Agenda
b ns

Introduction to Procurement

Procurement Processes

Procurement Integration and Interfaces




}) Lesson 1: Introduction
Y4

” Introduction to Procurement

This lesson covers the following topics:

*  Procurement Overview

« Key Concepts



@ Procurement Overview
V4

The Procurement functional area of Cardinal includes
four modules.

Purchasing

The Purchasing module includes the buying of goods
and services (Procurement) by creating and
processing requisitions, purchase orders (PO),
receipts, and procurement card (PCard) and
Integrated Supply Services Program (ISSP)
transactions.

eProcurement

Like Purchasing, the eProcurement module provides
for Procurement but is web-based. It is similar to an
online shopping cart experience for users requesting
goods and/or services.

Strategic Sourcing

The Strategic Sourcing module allows users to create
and award bids/proposals to purchase orders or
contracts.

Procurement Contracts
The Procurement Contracts module builds, manages,
and archives all Cardinal contract related information.

Modules
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Receivable

CARDINAL

General
Ledger

Project
Accounting

Procurement

Purchasing

eProcurement

Strategic Sourcing

Procurement

Contracts




@ Key Concepts
/

Key concepts in Procurement include:

Procurement is the purchasing of goods and/or services for agencies across the Commonwealth.

Cardinal provides a variety of procurement functions such as requisitions, purchase orders (PO), strategic
sourcing, procurement contracts, PCards, ISSP Cards, and receiving that enable Cardinal to meet
agencies’ diverse procurement requirements.

Requisitions are used to identify requested good(s) and/or service(s). POs are used to order the good(s)
and/or service(s) from a supplier.

An assortment of tools are available in Cardinal to help manage the procurement process:
— Version controls that allow tracking modifications to contracts

— Automated notices of upcoming contract expirations, renewals, dollar thresholds

- Workflow that routes requisitions and POs for approval

eVA is the source of all Procurement suppliers in Cardinal which are available statewide to all agencies
statewide. Fiscal suppliers (who receive refunds or other non-supplier payments) are managed by the
Commonwealth’s Vendor Group (CVG).



}) Lesson 1: Checkpoint
/s

Now is your opportunity to check your understanding of the course material.

Read the question on the next slide(s), select answer(s) and click Submit to see if you chose the correct
response.



Procurement is also known as

© Purchasing
© Contract Analysis
O Journal Entry

C Vouchering




eV A is the source of all fiscal and procurement suppliers in Cardinal.

 True

O False



}) Lesson 1: Summary
/

” Introduction to Procurement

In this lesson, you learned:

*  Procurement Overview

« Key Procurement Concepts
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}j Lesson 2: Introduction
Y4

‘ Procurement Processes

This lesson covers the following topics:

* Procurement Overview

* eProcurement Process

* Purchasing Process

« Strategic Sourcing Process

* Procurement Contracts Process



/;/ Procurement Overview
V4

There are seven key processes in procurement:

Add/Update Requisitions

Create Strategic Sourcing Events
Add/Update Contracts
Add/Update Purchase Orders
Add/Update Receipts
Procurement Card Processing

Integrated Supply Services Program (ISSP)
Processing

PCard
Transactions

ISSP
Transactions

Procurement

» FleetFocus M5

Card / ISSP
Processing ‘

Confirming Order

Cardinal ltems /
Suppliers

Add/
Update
Requi-
sitions

/_

A,

Interfaced, Cardinal
A Vendors "] Suppliers

T

WebIMS

SiteManager

T

Accounts
Payable

Add/
Update
Receipts

General

| Ledger

Doc Id / Inventory Item

tock Issuance Requisition:

Click image to enlarge
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// eProcurement Process
7/

The eProcurement module provides step by step, structured, web-based Procurement for acquiring goods
and/or services, similar to an online shopping cart experience.

Key processes include:

« Create Requisition

« Submit Requisition for Approval
« Create Purchase Order (PO)

I  * Requestor Notified via Email after |
: Requisition Approved :

\ 4

W\ Create Q) S”*?”?'.t .
Start > Requisition > Requisition Approved? Yes Create PO
“ for Approval

Y

No
v
. Requestor
E(.j't. . <—Yes Notified via
Requisition .
Email

No
v

Cancel
Requistion

Click image to enlarge

) 4

End



/;) eProcurement Process (continued)
/

The eProcurement page in Cardinal allows access to the major functions in eProcurement:

» Create Requisition
* Manage Requisitions
« Manage Purchase Orders

You can navigate to this page using the following path:

Main Menu > eProcurement

# CARDINAL

AR = | Search Advanced Search

Favoriles = Mtain Menu = > eProcuremant =
eProorement

Is 1]' eProcurament

3
Set up eProcurement mansge or approve ePrurement requistions o POy

e Riruisition =] Manage Requisitions
.|_; Craabs & néw meguaidion by biowiing o "] i of Extueral i = | Riview fegpaiibon, edd o view ilalus, cancel. recaive. ind Rt To Vendsr (Sepplier)
=1 Banyer Cenler = Reports
| | \remieidtinppiove purchast feder, source nequistion; process changt recuest P | Cremte o report of purchess osdens, reguisitions, and calslog-fem uiags.

T TR TSR T

Supplens
T Beoepls

T Ingporias it Fapsils




p/ eProcurement Process (continued)
/

The requisition process in the eProcurement module is a structured step by step process for the data entry
and approval processes. Data must be entered in a specific order..

Navigate to the eProcurement Create Requisition page using the following path:
Main Menu > eProcurement > Create Requisition

The key processes in Purchasing and eProcurement are virtually the same, but the data entry structure is

different.
|?_¢_CARDINAI:I Welcome to Cardinal! All ~ | Search # | Advanced Search

Favorites ~ | Main Menu -~ > eProcurement ~ > Requisition

Create Requisition #

Welcome ARDMAN, HELEN

@ Home A my Preferences Requisition Settings | 2= 0 Lines _ Checkout |
Request Options - search [All ~] Search Advanced Search

iAll Request Options : ,é',;_-:.; Catalog —| Express Item Entry JC_] special Requests
Ccatalog ~ Browse Catalogs Create an Express Requisition Create a non-catalog request
Purchasing ltems Purchasing Items
Express Item Entry Forms E' Favorites Templates
Create and Submit Forms Browse Favorite ltems and Browse Company and Personal
Special Requests Services Templates
Business Cards
Forms
Business Cards o ePro Services @ Recently Crdered
Request Services View recently ordered items and
Favorites services
Fixed Cost Service
Templates variable Cost Service

Time and Materials
ePro Services
Fixed Cost Service
“ariable Cost Service
Time and Materials

Recently Ordered

Click image to enlarge



/;/ Purchasing Process
/

The Purchasing module manages the processes Heabiion Procesing .,
associated with the procurement of goods and G Y R SR

Services. E— / \ N "
/,\
Key processes InCIUde: Purchase Order Processing
. I ! I }
i Create ReqU|S|t|On TN Y ™~ “".‘I‘IAdeUpdalePO’,"l‘ Cardinal eVA SiteManager
[\ A )—»( St [CC"{',‘:U:;“ ‘.;" Strategic [ PO ) [ PO }
. . . y . ) "‘{’0” Key){w" Sourcing Interfaced! Interfaced
« Submit Requisition for Approval T
e Create Purchase Order et N | -
-“Efeaézif]fm?" \\\\\ ) ,’/ Manual)
« Submit Purchase Order for Approval (If not T I ,
created from an approved requisition ] ° \ ]
PP q ) Fatma el
« Dispatch Purchase Order T I 4

e | End )
\

* Receive items T

Click image to enlarge



},\/ Purchasing Process (continued)
/

The Purchasing page allows access to the major functions in Purchasing, such as:
* Requisitions

* Purchase Orders

* Receipts

* Procurement Cards

Navigate to this page using the following path:

Main Menu > Purchasing

-I Home | Workdist
ZCARD]NALI Al ~ | Search | Advancad Search

Favorites « Main Menu « > Purchasing =
Purchasing
=) .
@f J] Purchasing
h;lanage requisifions, purchase orders receipts, GO confracts, and related data,
| Requisitions : 4] Purchase Orders : ﬁ Receipts
[‘ Creste, maintsin, reconcile or review requisifions information. L Add, maintzin, and dispatch purchase orders. L Enter and Inad receiving data, generate accrusls, review and report on recsipts.
[E Add/Updste Requisitions [E Add/Updste Express POs [F AddiUpdste Receipts
[E Requester's Workbench [E Add/Update POs [E Inspect Receipts
[E Menzge Requisition Approvals [ Dispatch POs [ Maintain Delivery Information
2 Mare... 4 Mara... 4 More...

-] Procurement Cards
l."./ Setup card dats; load, reconcile, or report on procurement card transactions.
[E Review Bank Statemant
[*1 Reconcile
[ Procass Statements
3 More...




#/ Purchasing Process: Create Requisition
/

The Purchasing module is more free-form and does not require data entry on the requisition in any specific
order.

A requisition must be used with the Web Inventory Management System (WebIMS). It records work in
progress (WIP) stock, stock issuance, external sales, and restock.

Navigate to the Maintain Requisitions page using the following path:

Main Menu > Purchasing > Requisitions > Add/Update Requisitions

All ~ | Search # | advanced Search
Favaorites -~ | Main Menu ~ > i - > isiti - E Add/Update Requisitions
Maintain Requisitions
Requisition
Business Unit 50100 *WebIMS Req Type Status Open B
Requisition ID NEXT
Requisition Name Copy From

[ Hold From Further Processing
Header
*Requester| GEORGE.MASON _|QL  p1acon, GEORGE
~Requisition Date [02/15/2017 & Requester Info
Origin|[ONL

*Currency Code USD

A Online Input

Dollar

Requisition Defaults Add Comments
Requisition Activities Amount Summary (7
Total Amount 0.00 USD
Add Items From (7
Purchasing Kit Catalog
Item Search Requester ltems
Line (7 Personalize | Find | View Al | &1 | [ First (4 10f1 (0 Last

Details Ship To/Due Date Status Supplier Information Item Information Attributes Contract Sourcing Controls WeblMS

o) - ., Merchandise
Item Descriptio n Quanti ity UOM  Categol vy Price  DEEPERAES sauws

18 [«% = IF2, [0.0000 a a o 0.00 Open > [Z= =] =]

L4 Add 7| Update/Display

Click image to enlarge



s/ Purchasing Process: Create Requisition (continued)

The Requisition Header section includes
Requester, Requisition Date, Origin,
Comments, etc. Several of these fields
default.

The Requisition requires information about
the item/category, quantity, unit of measure
(UOM), price, and the accounting distribution
for the items. The accounting distribution
contains Chart of Accounts fields, called
ChartFields, that classify the financial
transaction.

The Requisition Lines section contains tabs
that provide for more details on the item
requested, such as Ship To/Due Date,
Status, Supplier Information, Item
Information, Attributes, Contract,
Sourcing Controls, and WebIMS
information (if relevant to the requisition).

4 CARDINAL Al + Searn

> Purchasing= > Requisiions« > Add/Update Requisitions

7 | Advanced Search

Favorites » | Main Menu »

Maintain Requisitions

Requisition
Business Unit 50100 “WebIMS Req Type Status Open ¥
Requisition ID NEXT
Requisition Name Copy From [ Hold From Further Processing
Header (7
“Requester GEORGEMASON |Q MASON, GEORGE
*Requisition Date 02/15/2017 £ Requester o
Origin|ONL 2 Onine Input
*Currency Code USD Dolar
Requisition Defaults Add Comments
Requisition Activities Amount Summary (7
Total Amount 1,415.00 USD
Add Items From (2
Purchasing Kit Catalog
Item Search Requester [tems
Line (2 Personalize | Find | View All| 7 | B Fist 0 10f1 0 Last

Details | Ship ToDue Date || Status | Supplier Information | Item Information || Atfributes | Confract | Sourcing Confrols | WebIMS

Deseripti o Merchandise

Line Item escription Quantity *UOM Category Price Amount Status
1 [ 7507766148 C, [SAND SAND, GRADEB (1 I, [100.0000 LTN |Q, 7507785 1415000 1,415.00 Open om B EE
View Approvals *Goto .. More... [v]

[)Save || =] Nofify || & Refresh 4 Add || % UpdateDisplay

Click image to enlarge
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#/ Purchasing Process: Create Requisition (continued)
/

The Document Status page shows the status
of an existing requisition. It also identifies the
contract, purchase orders, receivers,
vouchers, and payments associated with the
requisition.

Document Status

Business Unit 50100
Document Date 09/17/2012
Currency USD
Requester Dolatowski, Robin A. (VDOT)

—¥

Req D 002030133
Status Approved
Document Type Requisition

Merchandise Amt 285,778.00

= .

= I E = =£0

This page may be accessed two different Flocuenent Futnase  Seivce Recei(i) Vouchers(1T)Paymerts( 17
ways:
For an existing requisition, click on the [ Sovar |
Document Status link on the Requisition e F (L s e b
page or navigate using the following path: s sap B [ U NP S

~Actions  STATE Contract 0000000000000000000040239 |Approved  03/162012 0000053072 B
Main Menu > PUFChaSing > Requisition > + Actions 50100 [Purchase Order 0001041513 Dispatched 09182012 0000053072 MAIN B
Review RGQUiSition Information > + Actions 50100 |Receipt 0001577823 Closed 11262012 0000053072 MAIN B
Document Status = Actions 50100 |Receipt 0001581739 Closed 121142012 0000053072 MAIN B

[@" Return to Search

For more detailed information about creating
requisitions, see the course entitled 501
PR342: Processing Requisitions located on
the Cardinal website in Course Materials
under Training.

Click image to enlarge
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s/ Purchasing Process: Create Purchase Order

Purchase Orders (Pos) can be created in the
Purchasing Module (POs). Access the Maintain
Purchase Order page by using the following
navigation path:

Main Menu > Purchasing > Purchase Orders
> Add/Update POs

The PO header contains information applicable
to all items on the PO, such as PO ID, Supplier,
PO Status, PO Date, Buyer, and total PO
value.

The PO Lines include information about the
good or service ordered, such as a Description,
UOM (Unit of Measure), PO Quantity, Price,
and Ship To location. PO lines can be set to
receive items by quantity or amount only.

The PO Distribution includes accounting
distribution information for each PO line. One
PO line can have multiple accounting distribution
lines.

¢ CARDINAL o

Favorites = | Main Menu

Maintain Purchase Order
Purchase Order

Business Unit 50100
POID 0001143554

Copy From v

> Purchasing» >

~ | Search % | Advanced Search [ Last Search Results

Purchase Orders » > AddfUpdate POs

PO Status Dispatched A ®

[ Hold From Further Processing

Header (7
*PO Date |01/1812017 [

*Supplier LL CARTER -003

*Supplier ID 0000033083
*Buyer GEORGEMASON |

Supplier Search
- . Backorder Status  Not Backordered Create BackOrder
Supplier Details

Rel:eipt Status Noi Recvd
- —

eVAPOType ROT  |Q  Roytine Bill Vendor

LL Carter & Son Inc
MASON,GEORGE

PO Reference
*eVA Order Method [PRNT |
Web IMs?: [] eVA Interfaced [NSEV | O
Header Details Activity Summary €VA Dttm
PO Defaults Add Commen s
PO Activities Add ShipTo Comments Amount Summary (7
Requisitions Documen| t Status
Merchandise 15.00 _
= Actions ) ) 0.00 [ Calcuate |
Freight/Tax/Misc. - —_—
Total Amount 1500 USD
Add [tems From (7 Select Lines To Display (7
Catalog tem Search Search for Lines Line Q To Q| Retrieve |
Purchasing Kit

Lines (2

Details || Ship To/Due Date || Statuses || ItemInformation | Aftibutes | RFQ

Personalize | Find | View All | | E First ‘4 1
Contract || Receiving

of 1 " Last

fem  Descri iption FOQty *UOM  Category Frice Emi‘::: 2
CLOTHS, ABRASIVE, EMERY, 9IN.
1 [ 0051417548 X 11 IN. SHEETS COARSE, 50 [45Y 1.0000 EA 0051417 15.00000 15.00 Approved [®] <) El =
SHEETS/PKG
[ Close Short All Lines | *Goto|... More ... v]
View Approvals

[F save ||[z" Retum to Search 1=] Previous in List

4] Nextinlist ||=]Notify |73 Refresh [+ Add

7 Update/Display

Click image to enlarge
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/

s

V4

4

Purchasing Process:. Create Purchase Order (continued)

For more detailed information about creating purchase orders, see the course entitled 501 PR344 Processing

Purchase Orders located on the Cardinal website in Course Materials under Training.

g8 CARDINAL =

Favorites - ‘ Main Menu ~ » Purchasing ~

Maintain Purchase Order
Purchase Order

Business Unit 50100
POID 0001143554

Copy From e

~ | Search

# | Advanced Search [o! Last Search Results

» Purchase Orders » > Add/Updaie POs

PO Status Dispatched A X

[ Hold From Further Processing

Header (7
*PO Date 01/18/2017 )

=Supplier LL CARTER -003

*Supplier ID 0000033093
*Buyer GEORGE. MASON | QL.

PO Reference

Supplier Search

Supplier Details

Backorder Status Mot Backordered Create BackOrder

Receipt Status Not Recvd
*Dispatch Method Dispatch

eVAPOType ROT |Q  Routine Bill Vendar
*eVA Order Method [PRNT |Q

Purchasing Kit

Wweb ImMsz: [J eVA Interfaced NSEV |Q
Header Details Activity Summary €VA Dttm
PO Defaulis Add Comments
PO Aclivities Add ShipTo Comments Amount Summary (7
Requisitions Document Status Merchandi 15.00
rchandise . —_—
- Actions [ Calculate |
FreightiTax/Misc. 0.00 —
Total Amount 15.00 USD
Add Items From (7 Select Lines To Display (7
Catalog liem Search Search for Lines Line . To Cy | Retrieve |

Lines (2

[§lSave ||[zh Retum to Search +=| Previous in List 4| Mext in List

=7 Notify 4 Refresh

[Es Add 5]

Personalize | Find | View All | (| First 4/ 10f1 2 Last
Details || Ship To/Due Date || Statuses || Item Information || Affributes BFQ Contract | Receiving |

Line Hem Description PO Gty *UOM Categary Prica ME"‘::’::S Status

CLOTHS, ABRASIVE, EMERY, 9 IN. ) )
1 [ 0051417548 % 11 IN. SHEETS COARSE, 50 il 1.0000 EA 0051417 15.00000 15.00| Approved (] ES] = =1

SHEETS/PKG

[ Clase Short All Lines | *Goto [ More ~

View Approvals

Click image to enlarge
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The WebIMS checkbox indicates whether
the PO is a WebIMS restock purchase
order.

For more detailed information about
WebIMS - see the course entitled 501
PR344 Processing Purchase

Orders located on the Cardinal website in
Course Materials under Training.

Purchasing Process: Create Purchase Order (continued)

|#® CARDINAL -
Favorites | Main Menu ~

Maintain Purchase Order
Purchase Order

Business Unit 50100
POID 0001143554

copyrom[ ]

Header (7
*PO Date 0171872017 ]

=gupplier LL CARTER 003

*supplier ID 0000032003

¥ | Search

Supplier Search

Supplier Details
LL Carter & Son Inc

% | Advanced Search  [3 Last Search Results

> Purchasing» > Purchase Orders+ » Add/Update POs

PO Status  Dispatched A x

[ Hold From Further Processing

Backorder Status Not Backordered

Create BackOrder
Receipt Status Not Recvd
*Dispatch Metnod Dispalch

eVA PO Type RO1  |Q

*eVA Order Method |PRNT |Q

&VA Interfaced [NSEV |Q
eVA Dttm

Routine Bill Vendor

Amount Summary (7

Merchandise 15.00

*Buyer GEORGEMASON Q. MASON,GEORGE
PO Reference
Web IMs?: (]

Header Details Activity Summary

PO Defaults Add Comments

PO Activities Add ShipTo Comments

Requisitions Document Status

~ Actions

Add Items From (2

Caltalog Item Search

Purchasing Kit
Lines (7

Details Ship To/Due Date Statuses ITtem Information Affributes RFQ
Line Item Description
CLOTHS, ABRASIVE, EMERY, 9N
1 [ 0051417548 X 11 IN. SHEETS COARSE, 50 ey
SHEETS/IPKG
| Close Short Al Lines

View Approvals
[Fisave ||[o™ RetumtoSearch ||4=] PreviousinList |5 Nextin List

=] Notity

Calculate
Freight/Tax/Misc. 0.00 D
Total Amount 15.00 USD
Select Lines To Display (%
Search for Lines Line a To a | Retrieve |
Personalize | Find | View Al | 21| [ Fist ¢/ 1
Contract || Receiving
PO Qty *UOM Category Price ME'“:;"’:;E‘ Status
1.0000 EA 0051417 15.00000) 15.00 Appraved =)
| *Goto[. More v
o Refresh Ey Add || &

of 1 'H/ Last
B =]
7 Update/Display

Click image to enlarge
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@ Purchasing Process: Receive ltems
/

Receiving can be done by quantity or amount, depending on how the PO line is set up. Click the Select
Purchase Order hyperlink to identify the PO to be received against.

The Header Details indicate the date and time that the material was physically received physically received,
the shipping information, the carrier that was used, and match options.

The Receipt Lines provide receiving details, such as the quantity received, the quantity of items
accepted/rejected, the date due, etc.

24



V4

You can navigate to the Maintain
Receipts page using the following
path:

Main Menu > Purchasing >
Receipts > Add/Update Receipts

For more detailed information about
receiving items, see the course
entitled 501 PR346: Managing
Receiving located on the Cardinal
website in Course Materials under
Training.

»/ Purchasing Process: Receive Items

CARDINAL All -~ Search % | Advanced Search

Favorites + Main Menu = > Purchasing~ > Receipis» » Add/Update Receipis
Maintain Receipts
Receiving
Business Unit 50100 Receipt Status Open b4
ReceiptiD MEXT Add Header Comments Activities
Header Details
i Header

Supplier ID 0000033093 *Ship To Location CNTRL OFF3

Supplier Location MAIN
+//PO Receipt

Select Purchase Order Close SR lnes

Run PO Receipt Accrual

Receipt Lines Personalize\F[ndl\fiewAIII@IE First ‘4 1of1 2/ Last

ReceiptLines || More Details | Links and Status | Item /Mg Data | Opfional Input | Source Information | WeblM3 | [0

Line ltem Description Receipt Qty *Recv UOM  Receipt Price  AcceptQty Sfatus g:?;;

1 B 7503532000 STONENO. 1, STONE 1300000 B LN Q 2499000 1300000 Open

Device

Serial Track

Stock UOM

I |Q b 4

U interface Receipt Run Close Short

)save |[SInotily [ Refresh |

[, Add |[ ] Update/Display |

Click image to enlarge

25




/,) Purchasing Process:. PCard/ISSP
/

A Procurement Card (PCard) is an agency issued credit card from a bank (card issuer) which is primarily
used for payment and small purchases. Its use streamlines procedures for procuring and paying for small
dollar goods and services. For more detailed information see Department of Accounts’ (DOA) CAPP Manual -
Cardinal topic 20355.

Integrated Supply Services Program (ISSP) is a VDOT process used for managing the purchase of vehicle
repair parts and shop items. Its process is very similar to that used by the PCard.

The Reconcile Statement page is used to view, update, reconcile, and approve PCard and ISSP
transactions loaded from the previous business day. Reconcilers set transaction charges from Staged to
Verified. Approvers receive notification to approve these charges. Approvers change the status from
Verified to Approved. Also on the Reconcile Statement page is the Validate Budget button which checks
for a valid accounting distribution. It does not check for available funds.

Navigate to the Reconcile Statement page using the following path:
Main Menu > Purchasing > Procurement Cards > Reconcile > Reconcile Statement

For more detailed information about reconciling statements, see the course entitled 501 PR349: Managing
PCard & ISSP Transactions located on the Cardinal website in Course Materials under Training

26



#/ Purchasing Process: PCard/ISSP (continued)
/

_Recon-:ile Statement
Procurement Card Transactions
O run Budget Validation on Save 1to 343 of 543
[er] [¥]
Bank Statement Personalize | Find | View @ | Y] = First ‘%' 1-100 of 343 “*' Last
Transaction || Biling
Employee Name« Card lgsuer Card Number Trans Date  =Statusw Merchant~ TTBI'I:I?HCJLOHT; Currer
16 Qf BEMMNETT-STUMP MECHELLE L BAMWIZ2 FEERmsmmsREEE 345 025042016 | Staged o | AMERICAN FUNDING SOLUTION 3,002.00 UE -~
17 [J BENMNETT-STUMP ,MECHELLE L BAMIZ2 FEEFEEFEEREES 345 02042016 | Staged S | AMERICAN FUNDIMNG SOLUTION 4 900 00 Us
182 [] BLANKEMSHIP,TERESA G BAMNWID it o L T O7F2Z2a2016 | Staged v | WY THEWILLE OFFICE SURPP 18721 USs
12 [] BLANKEMSHIP, TERESA L BANID it = [ 9 & O7FM152016 | Staged L | CAMNON SOLUTIONS AMERIC -3, 72528 Us
20 [] BLANKEMSHIP,TERESAL BAMNID FraFEarEarErQG 26 O7F252016 | Staged vl RICHMOND COMMERCIAL SERWI -0.20 Us
21 [J] BLAMNKEMSHIP,TERESA L BAMNID FEEFEIFEIEETOE 206 0&M152016 | Staged vl RICHMOND COMMERCIAL SERWI 030 Us
22 [] BLANKEMSHIP,TERESA L BANWTD i = | M2 oO7oa2016 | Staged vl THE SUFPFLY ROOKM ACFD 59% Us
23 [] BLANKEMSHIP,TERESAL BAMNWID FEEFERmmaRErOG6206 OFfos2016 | Staged vl A DEFPT OF CORRECTIONAL E 11.65 UsS
24 [] BLAMNKEMNSHIP,TERESA L BAMNID FEEFEFEIEETLE 26 082282016 | Staged vl AN SUPPLY, LLC 20,70 Us
25 [] BLAMNKEMSHIP,TERESA L BAMNID FEERERRERE*O6206 08302016 | Staged vl THE SUFPFPLY ROOM ACFPD 3036 Us
26 [] BLANKEMSHIP,TERESA L BANWTD i = | M2 oO7oa2016 | Staged vl A DEFT OF CORRECTIONAL E 35600 US
27 [] BLAMNKEMSHIP,TERESAL BANID FEaFEamaRErOG 26 08292016 | Staged vl M FINKMART OF MNOWA 3999 Us
283 [J BLANKEMSHIP TERESA L BAMNID FrarEarearErQ6 26 08152016 | Staged Nt | MG 4000 Us
29 [] BLAMNKEMSHIP,TERESA L BAMNID FEEFEIFEIEETOE 206 OFfovF 2016 | Staged vl [SUERMNSEY OFFICE PRODUCTS 42 70 US
30 [] BLAMKEMSHIP,TERESA L BAMNID FrEERrrererQ6206 0&8223/2016 | Staged S | LIPS 4800 UsS -
< >
Select Al O ciear an | Stage | “erify | | “alidate Budget
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/) Strategic Sourcing Process
/

The Strategic Sourcing module allows users to

create and award bids/proposals for purchase orders

or contracts. Strategic Sourcing is used to create

Invitations for Bid (IFB) or Requests for Proposals Collaborators \ Buyer
(RFP) that are sent to suppliers to obtain bids or offers Gomments "\ Comments

to add bid and weighting factors.

on goods or services. This module also allows Buyers i
Yes
Collaborators

Add / Define . Ptft \' Re;:i‘;?& ) Analyze
Key processes include: ova Response o
« Add/Define Event
« Collaboration
« Receive and Enter Solicitation Response A e No— One Time™__ Post Award /e No Cotlboratons
« Analyze Bids N N i '
* Post Award(s) ¥y
- Award to Contract(s) or Purchase Order(s) o sorer A
To Reviews /< Submit  /« Yes
PO(s) Comments Comments
For more detailed information about the strategic
sourcing process, see the course entitled 501 PR345 '
Strategic Sourcing located on the Cardinal website in End

Course Materials under Training.
Click image to enlarge

28



74 Strategic Sourcing Process (continued)
/

The Sourcing page allows access to the major functions in Strategic Sourcing, such as the Event
Workbench, Event History, Analyze Events, and Award Events for goods and services to purchase orders

or contracts.

Navigate to this page using the following path:

Main Menu > Sourcing

CARDINAL
z:- Al ~ | Search % | Advanced Search 3 Last Search Results

Favorites «

Main Menu « 3 Sourcing «

Sourcing

' Sourcin

R: ‘l-f)) g

Source goods and services.
reate Events

reste new sourcing events and manage related templates and bid factors.
--------------- [= Event Details

[= Maintsin Event Templates
[= Bid Factor Sefup
5 Mare...

- -"7 Event Responses

L Enter responses on behalf of bidders and manage bidder information.
[E Create Bidder Response
[E Search Bidder Ackivity

-] Reports
/' Process Reports
[= Event Bid Tab
= SWAM Report
[E Cycle Time Analysis
2 Mare...

7

Maintain Events
Manzage existing events, process awards, and view history.
[ Event Histary
[= Event Warkbench
[ Anzlyze Events
8 More...
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/;/ Strategic Sourcing Process (continued)
/

Strategic Sourcing allows a Buyer to create and
award bids/proposals for purchase orders and
contracts. The Buyer is able to make bid awards by
grand total, by line(s), or by group (lot). An event can
be structured so specific award features are available
for selection when analyzing the bid results.

Navigate to the Strategic Sourcing Create an Event
page using the following path:

Main Menu > Sourcing > Create Events > Event
Details

The Create an Event page is the starting point. Using
several pages, enter details for the event, such as bid
factors, open and close dates, requisition information,
line items bidders can bid on, specifications,
attachments, etc.

For a detailed listing of the file extensions that are
allowed as attachments in Cardinal, see the appendix
section of this course.

|48 CARDINAL =
~ | Search Advanced Search [0l Lest Search Result =
Favorites + Main Menu ~ > Sourcing~ > Create Events ~ went Details

Create an Event

Event Summary

Required fields reside on pages marked with an asterisk (*) — you may not save your event until all required fields are filled.

Step 1: Define Event Basics

Enter basic informafion, general settings and opfional rules for this event.

* Ewvent Seftings and Options
Event Comments and Altachments

Payment Terms and Contact Info
Event Constraints
Ewent Header Sid Factors

Step 2: Configure Line ltems

Create line listings for thiz event.
" Line tems ltem Line Defaults

Step 3: Select Bidders to Invite

Send out targeted invitati

to this cvent, desi it as a public event, or both.

~ Bidder Invitations

Step 4: Invite Collaborators

Invite others to collaborate on this event. You may not post your event while collaboraters are reviewing it.

Ewent Collaborators

Step 5: Post Event

When all event creation activities are complete, click Post Event to release your evel
you may have defined

555555 nt Save As Template

Preview FDF

nt for scheduled external viewing and frigger any bidder invitations

Click image to enlarge

30




#/ Procurement Contracts Process
/

The Procurement Contracts module manages the processes used to create and maintain agreements with
suppliers to purchase goods and/or services. A Procurement Contract is an agreement between an agency
and a supplier to formalize a price for a particular item or service and may also be set for a period of time.

Key processes include:

Creating a Contract - enter the supplier pricing information into the Contracts module.
Maintaining a Contract - includes contract versioning, modifications, contract price adjustments, and other

changes.

Outside

Contract SiteManager

Contracts

A 4

Strategic
Sourcing

Add/
Update
Contract
(Cardinal)

Does Item-Supplier
relationship exist?

No
v

Insert New

interfaced

Enter
Contract
Item &
Price

A

Supplier on Item

A 4

Final
Contract

>

Email
User:
Contract
Final

Click image to enlarge
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p/ Procurement Contracts Process (continued)
/

The Procurement Contracts page allows access to the major functions with Procurement Contracts, such as
create, maintain, and report on supplier contracts.

Navigate to this page using the following path:

Main Menu > Procurement Contracts

ZCARDINAI.'

Favorites =

Procurement Contracts

P
L7 Procurement Confracts

s Ad/Update Contracts

-] Reports

[= Confract Usage Details
[= Confract Executive Summary Rpt
[= Qrder Contracts

4 Mare...

~#  Generate reports for supplier confracts.

Al ~ | Search

Main Menu « »  Procurement Contracts «

Define, maintain, release, review and report on supplier contracts.

éAdd or modify confract header, line, and release information.

7 | Advanced Search  [2] Last Search Resufts

Dispatch Contracts

Run processes fo dispatch contracts to appropriate suppliers.

- -*”7 Review Contract Information
L Run inquiries on contract details and activities.
[= Review Contracts by PO
[= Events
[= Document Status
[= Contract Changs History
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p/ Procurement Contracts Process (continued)
/

Using the Add/Update Contracts link, the
Contract page is used to create, view, and
update the contract.

You can perform the following:
« Add/Update Contracts

« Add/Update PO Defaults

« Add/Update Line Details

« Update Status

Contracts in Cardinal are Purchase Order
type contracts and will have at least one
purchase order related to it.

Navigate to the Add/Update Contracts page
using the following path:

Main Menu > Procurement Contracts >
Add/Update Contracts

#® CARDINAL

Al ~ | Search 7 | Advanced Search

Favorites + | Main Menu ~ > Procurement Confracls + > Add/Update Contracis

Confract Entry

Contract
SetlD STATE  Copy From Confract Caontract Version
Contract ID NEXT Version 1 Status Current
I *Status[Open v I New Version Approval Due Date Bl
Administrator/Buyer Q
Header (7
*Contract Style Purchase Order &} Add Comments Activity Log
| Process Option Purchase Order | Contract Activities
*Supplier Q Supplier Search Primary Contact Info Thresholds & Netifications
*Supplier ID Q Confract Releases Confract Reference
*Begin Date |0212/2017 e
Expire Date e
Amount Summary (2
Renewal Date ] Ty
Currency [USD |Q, [CRRNT |Q, Maximum Amount 0.00/ UsD
Primary Contact Q Line ltem Released Amount 0.00
Supplier Contract Ref Category Released Amount 0.00
Description Open Item Released Amount 0.00
Master Contract 1D Q Total Released Amount 0.00
Tax ExemptID
Orax Exempt
Order Contract Options (2
Contract ltems
i Contract Categories
[Fl5ave ||=]Notify ||7* Refresh 54 Add || 7] Updal

Click image to enlarge

33



/p/ Procurement Contracts Process (continued)

The Contract Reference pop-up window is
designed to capture required fields and
additional data that do not appear on the
Contract page.

The Contract Reference pop-up window
captures the following information: Contract
Category, Estimated Contract Value,
Responsible Organization, Supplemental
Agreement Number, Supplemental Date,
and Supplemental Amount.

The Contract Category value identifies the
type of contract and is used for reporting
purposes.

For more detailed information about
procurement contracts, see the course entitled
501 PR348 Entering Procurement
Contracts located on the Cardinal website in
Course Materials under Training.

Custom Confract Reference Page

SetlD: STATE

Contract 1D: MNEXT Confract Version: 1

Contract Information

Contract Category:

Estimated Contract Value: 150000 Responsible Org: (10000

Supplement Agreement

Supplement Number: Supplement Date: £l
Supplement Amount:

Contract Renewal Options

Renewal Date From: El Renewal Date To: £l

QOriginal Number of Renewal Options: Current Renewal Period:

OK Cancel Refresh

Click image to enlarge
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}) Lesson 2: Checkpoint
/s

Now is your opportunity to check your understanding of the course material.

Read the question on the next slide(s), select answer(s) and click Submit to see if you chose the correct
response.
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Which module in the Procurement functional area would you use to source a
contract?

O eProcurement

O Strategic Sourcing

O Purchasing

O All the above
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The Purchasing process involves several key steps:

O O O O 0 O

Create a Requisition
Create a Purchase Order
Submit for Approval
Dispatch Purchase Order
Receive ltems

All of the Above
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}) Lesson 2: Summary
/

‘ Procurement Processes

In this lesson, you learned:

* Procurement Functional Area
* eProcurement Process

* Purchasing Process

« Strategic Sourcing Process

*  Procurement Contracts Process



}) Lesson 3: Introduction
/s

‘ Procurement Integration and Interfaces

This lesson covers the following topics:

Integration with Accounts Payable

Integration with General Ledger

Integration with Project Costing

Interfaces
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@ Integration with Accounts Payable
/

Procurement integrates with Accounts Payable (A/P) in several ways. The Copy from a Source Document
functionality in Accounts Payable enables copying purchase order and/or receiver information onto a voucher.

The Procurement module also sends PCard and ISSP data to Accounts Payable daily.

« Accounts Payable uses PCard data to create a monthly PCard voucher for each District and Central Office
Division.

« Accounts Payable uses the ISSP data to create vouchers daily for all approved transactions.

I Project Accounting

1
| | X
I Time & Attandancea | M) Projact Custamer I il | I
I : ': Costing Confracts | ] | :
| Absanca I | —_—_——— | I L
Time & Labor | "= | Led T S ———— — ]
| Managemnent I - BMBra gar | Fy | |
| | | T_ _T | |
I |— I Sanaral | | Accounts |
——————————————— : Ladger I | | Receivable | |
| |
I_ E—— _! | Accounds |
| _ Receivabla |
: Procurement : 1 | Accounts Payable |
|
| | -
| Strategic Pracurameant | : Expenses I
I Sourcing Contracts  — I |
| | | |
| | [
| | | |
| | | Accounts
| eProcurament Purchasing | | Payable :
| | | I

e ———— | Click image to enlarge L



@ Integration with Accounts Payable: Matching
/

Matching, by comparing vouchers, purchase orders, and receiving documents, ensures that payment is made
for what was ordered and received.

Two-way matching compares the voucher with the invoice. This applies to professional services and
SiteManager contract types.

Three-way matching compares the purchase order, receipt, and invoice. This applies to all goods and
services type contracts.

The Document Status Inquiry functionality enables inquiry and cross-referencing of related documents
across the procure-to-pay business cycle.
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@ Integration with Accounts Payable: Suppliers
/

All suppliers to include both procurement and fiscal suppliers, are entered and maintained in one centralized
database that is managed by the Commonwealth Vendor Group (CVG).

Purchasing suppliers (suppliers on requisitions, purchase orders, and contracts) are loaded directly into
Cardinal from eVA. Fiscal suppliers (non-purchasing suppliers or payees such as individuals or companies
receiving refunds) are maintained by CVG in Cardinal. The database is used by the Accounts Payable and
Procurement modules. Any changes made to a supplier will affect both functional areas.

Please note, a supplier must be added to Cardinal before it can be used on a purchase order, sourcing event,
requisition, voucher, or payment.
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/;/ Integration with General Ledger
/

Procurement integrates with the General Ledger (GL) module through several paths. Purchase Orders and
PCard transactions integrate with the Accounts Payable module. Voucher/payment data is transmitted to the
GL.

WebIMS sends requisition information to the GL via the GL journal generation process. Manual updates to
the WebIMS issuance process require a spreadsheet journal to upload data into the GL.

IR T Project Accounting; |_:
___________________ | | I
: Time & Attendance | ! Project Customer | Billin L
| : : Costing Contracts : < : I
| | | |
| Absence . | re——————— 'L |
: Management Ui e et [ Lot e I|—1-1 Genaral Ledger : D R D D _TJ
I -t I i I
L _! [ General : [ Accounts I
__________________ : Ledger I 4k { Receivabla :
I |
!___ - _ : Accounts :
IR Recsivable |
|r ______ Procurement i 1 IFE: counts Payable |
| ! 5 | |
| , ' > |
| Strale_gu: Procuremeant ! | Expenses I
I Sourcing Contracts f I I
| I I |
! I | !
| | " |
|
I ) I I Accounts I
: aProcurement FPurchasing : | Payable :
|
I : | |



/;/ Integration with Project Costing
/

Procurement integrates with the Project Costing module. When requisitions and purchase orders are related
to a project, the information is sent to Project Costing.

ok Project Accounting; |
___________________ | I | [
: Time & Attendance | o) Project Customer I Bill I
| I : Costing Contracts I Hing I I
I I I I |
| Absence . | re———————— IL I
| | Management Time&labor | . ' Gensral Ledger R O S Y fy it —7"
] * ik i |
L _! | General I | Accounts I
__________________ : Ledger I* I i Raeceivable I
I
I
(O —— _ I Accounts I
IDZRecelvable 77|
__________________ - ———
Ir Procurement | Ir.:U:I:DIJ nts F'ayabIE_I
I I a L 'h.I I
I . I il I
Strategic Procurament | |
I Sourcing Contracts I I S |
I I | I
| I .| |
: l " :
I
I : ! | Accounts |
: aProcurement Purchasing : | Payable :
I
[ : | |



/) Interfaces

Procurement processing interfaces with several external systems including the following:

PCardlissuer SiteManager

Transactions \ /
eVA WebIMS
Procurement

VDOT/eVA FleetFocus M5
Reconciliation

Reporting DB

ISSP Supplier

CARDINAL]|

Click image to enlarge
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}) Lesson 3: Checkpoint
/s

Now is your opportunity to check your understanding of the course material.

Read the question on the next slide(s), select answer(s) and click Submit to see if you chose the correct
response.
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Which document is NOT checked as part of the Three-way matching process?

FPurchase Order
Purchase Requisition

Receipt

O O 0O 0O

Invoice
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}) Lesson 3: Summary
/

‘ Procurement Integration and Interfaces

In this lesson, you learned:

* Integration with Accounts Payable
* Integration with General Ledger
« Integration with Project Costing

* |nterfaces
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}) Course Summary
/

PR140 Procurement Overview

In this course, you learned:

* Understand key procurement Processes

* Recognize how procurement integrates with other Cardinal modules and interfaces with other systems
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p/ Course Evaluation
/

Congratulations! You successfully completed the 501 PR140: Procurement Overview course.
Click here to access the evaluation survey for this course.

Once you have completed and submitted the survey, close the survey window. To close the web based
training course, click the [X] button in the upper right corner.
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http://www.surveymonkey.com/s/392M6QG

g/ Appendix
// PP

Key Terms
Allowed Extensions on Attachments in Cardinal
Diagrams and Screenshots

Flowchart Key
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/) Key Terms
b e

Buy Event: The purchase of goods and/or services through a Bid or Proposal. It is an Invitation for Bid (IFB)
or a Request for Proposal (RFP).

Iltem: A good or service provided by a supplier. Each item has a unique identifier or number.
Iltem Categories: A group of similar items.

Procurement Contract: A binding understanding between a state agency and a supplier, arising from a
strategic sourcing event or purchase order.

Purchase Order (PO): An online and/or printed document containing authorization for the purchase of goods
or services. It identifies what is being ordered, all related attributes and approval, as well as its change
history and current status.

Receiving: The process of documenting the receipt of goods and/or services against a Purchase Order
(PO).

Requester: The individual who requests that a requisition for goods and/or services be entered into Cardinal.
Requisitioner (or Requisition Processor): The person entering the requisition into Cardinal.

Requisition: An online request for goods and/or services, created from the eProcurement or Purchasing
module.
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@ Key Terms (continued)
/

RFx: Request for Quote (RFQ), Invitation For Bid (IFB), and/or Request For Proposal (RFP).

Strategic Sourcing: The process of soliciting quotes, bids/proposals, and/or offers to establish contracts
and/or purchase orders.

Web Inventory Management System (WebIMS): Virginia Department of Transportation’s (VDOT) electronic
stock inventory tracking and management system.

53



}) Allowed Extensions on Attachments in Cardinal
Y4

The following is a list of file extensions that are allowed on attachments uploaded to Cardinal. You should
only attach key supporting documents that either enhance the electronic Cardinal transaction approval
process or are instrumental as part of the transaction history. The Cardinal system should not be relied upon
to maintain agency documentation and should not be considered the official retention source of the agency.

Supporting documents, as required by all applicable regulatory/governing bodies, should be maintained by
the agency apart from the Cardinal attachment functionality.

Allowed Extensions on Attachments in

Cardinal
BMP .CSV .DOC
.DOCX JPE JPEG
JPG MSG PDF
PNG PST RTF
TIF TIFF TIXT
XLS XLSX XML
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PCard
Transactions

ISSP
Transactions

;j Procurement Process QOverview
J

Procurement
Card / ISSP
Processing

Cardinal ltems /
Suppliers

Add/ /
Update

Create
Strategic
Sourcing
Event

v

Confirming Order

P Os—»
v l 17

\

Requi-
sitions

; Add/
> Update

L

Contracts

WebIMS

SiteManager

» Update /
\ POs /

Add/

h

FleetFocus M5

| Interfaced Cardinal |
eVA Vendors Suppliers
) 2
Receive No . Accounts
Goods? o Payable

Yes

r 3

Update
Receipts

Doc ld / Inventory ltem

Stock Issuance Requisitions

General Ledger

Click image to return or click here to view descriptions
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@ Procurement Functional Areas in Cardinal
Y4

Add/Update Requisitions: This process is managed in either the eProcurement or Purchasing modules.
Create Strategic Sourcing Event: This process is managed in the Strategic Sourcing module.
Add/Update Contracts: This process is managed in the Procurement Contracts module.

Add/Update Purchase Orders: This process is managed in the Purchasing module.

Receives and Inspects Goods: This process is managed in the Purchasing module.

Procurement Card (PCard)/ISSP Processing: The Purchasing Card and Integrated Supply Services
Program processes are both managed in the Purchasing module.
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/;) eProcurement Process
/

* Requestor Notified via Email after |
Requisition Approved :

;Lo

Submit
Requisition
for Approval

Create
Requisition

Yes* Create PO

No
v
] Requestor
\ Edit Yes Notified via
Requisition Email
No
v
Cancel /
Requistion End

Click image to return or click here to view descriptions



@ eProcurement Process (continued)
/

Create Requisition: Uses National Institute of Government Purchasing (NIGP) codes. NIGP codes provide
a standard coding structure that classifies a wide range of goods and services.

Submit Requisition for Approval: Forwards the requisition for approval.
Create Purchase Order: In eProcurement, a PO can be created by -

« Ad hoc

« Copying an approved requisition

« Copying an existing PO

« Copying from a contract

Click here to return

58



V4

/,j eProcurement Requisitions

?ACARDINAL'

Favorites - | Main Menu +

Create Requisition 7

Welcome ARDMAN, HELEN

Request Options

iAll Request Options;

Catalog
Purchasing ltems

Express Item Entry
Special Requests

Forms
Business Cards

Favorites

Templates

ePro Services
Fixed Cost Service
wariable Cost Service

Time and hMaterials

Recently Ordered

Welcome to Cardinal! All = | Search

b

eProcurement ~ * Requisition

Home

Search |A” Vl

ﬁ?ﬂ Catalog —| Express Item Entry
Browse Catalogs = Create an Express Requisition

FPurchasing ltems

Forms [3' Favorites
Create and Submit Forms Browse Favorite ltems and
Services
Business Cards
E]j ePro Services Da Recently Ordered
Reguest Services Wiew recently ordered items and
services

Fixed Cost Service
“ariable Cost Service
Time and Materials

Ve My Preferences Requisition Settings

% | Advanced Search

Checkout

Special Requests
Create a non-catalog request

Templates

Browse Company and Personal
Templates

| Advanced Search

Click image to return
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,j Purchasing Process
/

Requisition Processing

Submit Assign
For

Approval

, Add/Update
Requisition

Approved? Yes

No

5 A .

Resubmit?

Purchase Order Processing

v v v

A?g’:;'lpdgt: PO Cardinal eVVA SiteManager
P Strategic PO PO
! Sourcing (Interfaced) (Interfaced)

PO or Key)

Submit PO for Dispatch
\eroated from / Approved? YT | Gy
Manual)

Req.)

r

No

dit & Resubmi;d Receive ltems

or Cancel /7 (if required)

Click image to return or click here to view descriptions



/,) Purchasing Process (continued)
/

Add/Update Requisition: Requisitions can be created in the eProcurement or Purchasing module.

Add/Update Purchase Order: In Purchasing a PO can be created by -

 Ad hoc

« Copying an approved requisition, copying an existing PO, or copying from a contract
« Awarding an event

 From POs created in eVA or SiteManager contracts that are interfaced into Cardinal

Submit for Approval: Requisitions are sent via workflow for approval by the Requestor’s Supervisor. POs
created without a requisition are sent via workflow for approval by the Buyer's Supervisor. Requestors cannot
approve their own requisitions, nor can Buyers approve their own POs. POs created from a requisition do not
require approval. Change Orders only require approval when the amount changed exceeds Agency
Procurement and Surplus Property Manual (APSPM) policy, or when adding a line.

Dispatch Purchase Order: A batch or manual process where the status of the PO is updated from
Approved to Dispatched, and the PO is available to be received against and paid. The PO is sent to eVa if
applicable.

Receiving: When goods or services are received, receipt information is entered into Cardinal to acknowledge
that the goods and/or services have been delivered and accepted.
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p/ Create Requisition
/

[g® CARDINAL

| All - | Search

» | Advanced Search

Maintain Requisitions

Favorites - | Main Menu > Purchasing = > Requisitions » > Add/Update Requisitions

= Header 7
*Requester| GEORGE MASON |
*Requisition Date 02152017  |[F
Origin '_IO—II‘».H_—'Q Online Input
*Currency Code USD

MASOMN,GEORGE

Requester Info

Dollar

Requisition Defaults Add Comments

Requisition Activities

Add Items From (7

Purchasing Kit Catalog
ltem Search Requester ltems
Line (%

Requisition
Business Unit 50100 *WebIMS Req Type Status Open =g
Requisition ID NEXT
Requisition Name | | copy From [ Hold From Further Processing

Amount Summary (7

Total Amount 0.00 USD

Personalize | Find | View all | & [ First 4/ 1of1 (¥ Last

| Details || Ship To/Due Date || Status || Supplier Information | [tem Information || Attributes || Contract || Sourcing Confrols || WebIMS |

Merchandise

Lime Item Description Quantity *UOonM Category Price Status

Amount

[a | £2, [0.0000 | e | @, | 1] 0.00 Open o ES =] [=]

View Approvals

|[)Save |[=]Motity ||s Refresh |

*Go to __More. ..

|Es Add || %] Update/Display

Click image to return
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,} Create Requisition (continued)
/

F___,_CAEDINE':I All = | Saarch | Advanced Sparch

Favorites - Bain Menu = *  Purchating = > Requisiions - > AddWUpdale Requisitions

rainiain ﬁt:qulsllu;u:.s

Reqguisition
Busingss Unit 50100 “WebiMS MWWW@ Status  Open [
Regquisition I NEXT
Requisition Mame LCopy From LI Heold From Furiher Processing
Hexder
“Requizition Date 021152017 [ Requeste Iffo
Chrigin OIHL QL Onling Input
*Currency Code USD Ol
Requisiion Defaults Add Comments
Raquisiion Aclivilies Amount Summany
Toiml fsveniing 1445 o0 11=0
Add ltems From
Purnchasing Ki Catalog
[Ram Saarch H o Ihems
Line (% Porsonaite | Find | view aa | &) (102 First ‘4 1of1 ‘&' Last
[Dhestails Ship ToMhes Dl St Supplier Infarmrmalicn em Indonmatian Allributes Conilrac Soufcing Conlrels WablMs | T
- - Mz handive
Lir e Descrpgtion Gusnbty L C b geoary Frice Amasnt Slartus
1 B 7507766148 0 SAND SAND, GRADEBR |7 0 [100.0000 LTH & TS07T766 14 15000 1,415.00 Open L | L] ] [=]
View Approvals *Go b . Mone. |
_w A 2 Updata e play

o 3@va | || Modry | |0 Ratresh

Click image to return




,} Document Status Page
/

Document Status
Business Unit 50100 Req ID _
Document Date 09/17/2012 Status Approved
Currency USD Document Type Requisition
Requester Dolatowski, Robin & (WDOT) Merchandise Amt 285 773.00
o —3¥ i =} o
[ ] = & @ ol = =1
Requisitions nventor Sourcing Procurement Purchase Receipts(17) Returns YVouchers{17)Payments(17)
Events Contracts(1) Orders(1)
| Show All |
Associated Document Personalize | Find | View All | (E | =
Documents I| Related Info
Actions SetlD Eﬁﬁ:iness Document Type DOC ID Status Document Date Supplier ID
~Actions STATE Contract 0000000000000000000040239 | Approved 03/M16/2012 0000053072
+ Actions 50100 Purchase Order 0001041513 Dispatched 09/18/2012 0000053072
~ Actions 50100 Receipt 0001577823 Closed 11/28/2012 0000053072
+ Actions 50100 Receipt 0001531739 Closed 12/14/2012 0000053072
|Er Return to Search |

First '*

Location

MAIN

MAIN
MAIN

1-4 of 53

b

Last

I m

Click image to return
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#/ Purchase Order Header
/

I?ACARDINAﬂ A

| ~ | Search

| Advanced Search [2 Last Search Results

Purchasing » > Purchase Orders ~ > AddUpdaie POs

Favarites - | Main Menu - >

Maintain Purchase Order
Purchase Order

Business Unit 50100

v

|[E)Save ||[E Retumto Search ||4=] Previous in List

||4=] NextinList ||=]MNofify ||o* Refresh |

| Add

PO Status Dispatched ﬁ X
PO ID 0001143554
Copy From ~] ] Hold From Further Processing
 Header (7
*PQ Date [01/18/2017 |l Supplier Search
Backorder Status MNot Backordered
*Supplier LL CARTER -003 Supplier Details Create BackOrder
*Supplier ID 0000033083 LL Carler & Sen Ing Receipt Status ot Recvd
EoRGE Ao o Dispaeh
*Buyer [GEORGE. MASON |Q,  MASOMN,GEORGE Dispatch Method |Print hd B
Bad |
POR eVA PO Type |R01T  |Q Reutine Bill Vendor
eference —
*e\WA Order Method PRNT | Q)
Web msz: [] eVA Interfaced [NSEV |Q
Header Details Activity Summary eVA Dttm
FO Defaulis Add Comments
PO Activities Add ShipTo Comments Amount Summary (7
Requisitions Document Status
: Merchandise 15.00 _—
- Actions Calculate |
FreightTax/Misc. 0.00
Total Amount 15.00 USD
Add Items From (7 Select Lines To Display (¢
Catalog Item Search Search for Lines Line oy To Jey | Retrieve |
Furchasing Kit
Lines (7 Personalize | Find | View Al | 2 | E& First 4" 10f1 *' Last
Details || Ship To/Due Date || Staluses || Item Information || Atiibutes || RFQ || Confract || Receiving
Line Hem Description PO Gty *UOM Category Price ME'“:.:';:: Status
CLOTHS, ABRASIVE, EMERY, 9 IMN. ; .
9 [ 0051417548 X 11 IN. SHEETS COARSE, 50 I8, 1.0000 EA 0051417 [ 15.00000] | 15.00| Approved o ES] Bl =]
SHEETSIPKG
[ Close Short All Lines | *Go to[... More ...
View Approvals

Update/Display

Click image to return
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;j WebIMS Checkbox
/

i?‘_,_CARD]NAL_ I All -~ | Search

| adwanced Search  [3) Last Search Results

Favorites ~ | Main Menu ~ > Purchasing ~ > Purchase Orders ~

mMaintain Purchase Order
Purchase Order

Business Unit 50100
PO ID 0001143554

Copy From | |

Header
*P0O Date 011872017 [ Supplier Search

*Supplier LL CARTER -003 Supplier Details

*Supplier ID 0000033083 LL Carter & Son Inc

*Buyer GEORGE.MASON [ § MASON,GEORGE

PO Reference

Header Details Activity Summary

>  AddUpdate POs

PO Status Dispatched A =

[ Hold From Further Processing

Backorder Status Mot Backordered Create BackOrder

Receipt Status Mot Recvd
*Dispatch Method Dispatch
eVA PO Type [R01  |Q.  Reutine Bill Vendor
VA Order Method PRNT | O
eVA Interfaced NSEV |C
eVA Dttm

PO Defaults Add Comments
PO Activities Add ShipTe Comments Amount Summary 7
Requisitions Document Status
Merchandise 15.00 e
- Actions [ Calcuiate
FreightTax/Misc. 0.00 —
Total Amount 15.00 UsD
Add Items From (7 Select Lines To Display (7
Catalog Item Search Search for Lines Line Q. To a | Retrieve |
Purchasing kit
Lines (7 Personalize | Find | View All | | E First ‘4
Details || Ship To/Due Date || Statuses || Item Information || Affributes || RFQ || Contract || Receiving
Line Hem Description FO Qity *UOM Category Price ME"’:::":;:? Status
CLOTHS, ABRASIVE, EMERY, 9 IN
1 0051417548 X 11 IN. SHEETS COARSE, 50 5% 1.0000 EA 0051417 15.00000| 15.00| Approved [
SHEETSIFKG
[ Close Short All Lines | *Go to[__More v
View Approvals
|[E)save ||[Er Returnio Search ||1=] Previousin List ||4=] NextinList ||=] Notify || Refresh | |[E% Add

1of1 “*' Last

Update/Display

Click image to return
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’) Recelve ltems
J

ﬂcmmmr

Favorites | Main Menu - >

| All | Search * | Advanced Search

Purchasing » > Receipis ~ > Add/Update Receipis

Maintain Receipts

Receiving

Business Unit 50100 Receipt Status Open b4
Receipt ID NEXT

Header Details

Add Header Comments Activities

Suppiier 1D [A(K023063 *Ship To Location CNTRL OFF3
Supplier Location MAIN

VI PO Receipt
I Select Purchase Clrderl | Close Short All Lines | Run PO Receipt Accrual
Receipt Lines Personalize | Find | View ANl | B3| = First ‘4 10of1 “*' Last
f Receipt Lines || Maore Details || Links and Status || [tem / Mfg Data || Optional Input || Source Information || WebIMSs |
Line ltem Description Receipt Qty *Recv UOM  Receipt Price  Accept Qty Status ass Serial Device  stock UOM
1 E 7503532020 STONENO.1,STONE [ 1300000 B LT |O 2499000  130.0000 Open ] O ] LTN | )4
O interface Receipt Run Close Short

|[F]save ||[=]Notify ||o* Refresh |

|Eh Add || 5 Update/Display |

Click image to return




p/ PCard Reconciliation
/

Reconcile Statement

Procurement Card Transactions

O run Budget Validation on Save 1to 3432 of 343

(¥ [b1]
Bank Statement Personalize | Find | View 9 | 2| E& First '4' 1-100 of 343 "' Last
Transaction || Billing
Employee Namea Card Issuser Card Number Trans Date  *Status~ Merchantr Tm“::_g;ﬂnl‘; Currer
=
16 ] BENMETT-STUMP,MECHELLE L BAWI2 IR R 08/04/2016 AMERICAN FUNDING SOLUTION 3,092.00 U o~
17 [] BENNETT-STUMP,MECHELLE L BAWI2 Riaiamaianainny =¥ 1<t 02/04/2016 | [ Staged ~| BMERICAM FUNDING SOLUTION 4,900.00 US
18 [] BLAMKEMNSHIP, TERESA G BAWIO Ty 077222016 WY THEVILLE OFFICE SUPP 187.21 US
19 [] BLANKEMNSHIP,TERESA L BAVID FEERsE 0526 D7/15/2016 CANOM SOLUTIONS AMERIC -3,728.23 US
20 [] BLANKENSHIP,TERESAL BAVIOD T 07/25/2016 RICHMOND COMMERCIAL SERW -0.30 US
21 [] BLANKENSHIP,TERESA L BAVID et 0526 06/15/2016 RICHMOMND COMMERCIAL SERWI 0.30 US
22 [] BLANKENSHIP,TERESA L BAVIOD T 07/08/2016 THE SUPPLY ROCM ACPD 599 US
23 [] BLANKENSHIP,TERESA L BAWVID w0626 O7/DB/2016 s DEPT OF CORRECTIONMAL E 11.65 US
24 [] BLANKENSHIP,TERESAL BAVIOD T 06/258/2016 AN SUPPLY, LLC 2070 US
25 [ BLAMNKEMNSHIP,TERESA L BANWID ARG DG 06/30V2016 THE SUPPLY ROOM ACPD 30.36 US
26 [] BLANKENSHIP,TERESA L BAWVID i 60 07/03/2016 4 DEPT OF CORRECTIOMAL E 36.00 US
27 [] BLANKENSHIP,TERESAL BAVID R = o DE/29/2016 N FINKMART OF NOWA 39.99 US
28 [[] BLANKENSHIP,TERESA L BAVID et 0526 D6/15/2016 MIGE 40.00 US
29 [] BLANKENSHIP TERESA L BAWID S 0526 O7/07/2016 SUERNSEY OFFICE PRODUCTS 4270 US
30 [] BLAMNKEMNSHIP,TERESA L BAWID FEEEE TG 26 06/22/2016 LIPS 4800us Y
< >
Select Al O crear 20 | Stags | erify | | alidate Budget

Click image to return



,} Strategic Sourcing Process
/

Collaborators Buyer
Submit Reviews
Comments Comments

Yes

Receive &
Enter
Solicitation
Response

Analyze

Add / Define
Bids

Event

Collaborators

Award One Time
To © Purchase? No Collaborators
Contract(s) ) ?

Award Collaborators
To Submit Yes
PO(s) Comments

Click image to return or click here to view descriptions
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@ Strategic Sourcing Process (continued)
/

Add/Define Event: Creates a buy event from a source document using an Invitation For Bid (IFB) or
Request For Proposal (RFP).

Event Collaboration: Allows input or approval from others as an event is being created.

Receive and Enter Solicitation Response: Involves receiving the bid packets from the suppliers and
entering their bid responses.

Analyze Bids: Involves reviewing bids/proposals and possibly a calculation of weighted bid factors to
determine the best value.

Post Award: Closes the event in preparation for award.

Response Collaboration: Allows discussion with collaborators before final award. Strategic Sourcing
Buyers can also invite their Procurement Manager and Senior Procurement Manager as Collaborators to
request approval for events over their delegated authority.

Award to Purchase Order or Contract: Awards the event to the winning Bidder(s)/Offeror(s). This step
also determines if the event is awarded to a contract where goods or service are recurring or to a purchase
order.
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2

Strategic Sourcing Event Page

48P CARDINAL - . .
~ | Saarch # | Advanced Search |al Last Search Results

Favorites - | Main Menu ~ > Sourcing = » Greate Evenis = »  Ewent Detsils

Create an Event

Event Summary

Business Unit 50100 Event ID MNEXT Round 1 Version 1 Event Format Buy
7
Event Type RF= Change to Auction
Ewent Status Open Time Zone EST
=Solicitation Type - £ Preview Date [02/15/2017  |[>1] Time [B:53FM
*Event Name Start Date [03/01/2017  |[5] Time [8:58F M
- ITLT; el . .
Description LT'\'E—C End Date 03/11/2017 |z Time G:52FM
Copy From [ V]l ee

Praview By:

Reguired fields reside on pages marked with an asterisk (*) — yvou may not save your event unfil all required fizlds are filled.

Step 1: Define Event Basics

Enter basic information, general settings and oplional rules for this event.

* Ewvent Setting=s and Opfions Fayment Terms and Contact Info
Event Commenis and Attachments Event Constraints
Ewvent Header Bid Factors

Step 2: Configure Line ltems

Create line listings for this event.

* Line ltems ltem Line Defaults

Step 3: Select Bidders to Invite

Send out targeted invitations to this ewvent, designate it as a public event, or both.

* Bidder Invitations

Step 4: Invite Collaborators

Imvite others to collaborate on this event. ¥ou may not post your event while collaborators are reviewing it.

Ewvent Collaboratars

Step 5: Post Event
When all event creation activities are complete, click Post Event to release your event for scheduled external viewing and frigger any bidder invitations
you may have defined.

| Save Event | | Sawve As Templaie |

| Fost | | Preview FOF |

Click image to return
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& Procurement Contracts Process
s

Outside
Contract

Add/
Update
Contract
(Cardinal)

Start
SiteManager Strategic
Contracts Sourcing

interfaced
v
Does Item-Supplier CErT:rearct Final ILEJr_'I,]earI'I
. ) ! Contract :
relationship exist? Yes Item & Contract
Price Final

No
h 4

Insert New
Supplier on Item

Click image to return or click here to view descriptions
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@ Procurement Contracts Process (continued)
/

Outside Contract: External contracts are entered manually in Cardinal. This includes professional service
contracts that do not originate through the Cardinal solicitation process.

SiteManager: SiteManager’s construction and maintenance type contract data.

Strategic Sourcing: Contract award information in the Strategic Sourcing module.

System Contract Entry: Contract information entered into the Procurement Contracts module.
Item - Supplier Relationship: Links the item to the supplier.

Enter Contract Item & Price: Specifies contract item and price.

Email User: Notifies the end user that the contract has been entered and saved (finalized).
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Add/Update Contracts Page

3CARDINAL'| o

~ | Search

| advanced Search

Contract Entry

Main Menu - > Procurement Confracts = > Add/Update Coniracis

Contract

SetlD STATE
Contract ID NEXT

Copy From Contract

I *Status [ Open ~ ] I
Administrator/Buyer | |
* Header (%
*Contract Style |F’urd‘|ase Crder |Q
I Process Option Purchase Order I
=Supplier <y, Supplier Search
*Supplier ID [}
=Begin Date [02/12/2017 =
Expire Date | |
Renewal Date | |z
Currency [USD |Q [CRRNT | O
Primary Contﬂct:IQ

Supplier Contract Ref | |

Description | |
Master Contract 1D | L=}

Tax Exempt ID | |

O 1ax Exempt
Order Contract Options (7

b Contract ltems

iContract Categories

|[Eisave ||=]Notify ||z Refresh

Contract Version

Version 1
Mew Version

Add Comments
Contract Activities
Frimary Contact Info
Conftract Releases

Amount Summary (7

Maximum Amount | 0.00] usD
Line Item Released Amount 0.00
Category Released Amount 0.00
Open liem Released Amount 000
Total Released Amount 0.00

Status Current

Approval DueDate|  [E

Activity Log
| Document Status |
Thresholds & Motifications
| Coniract Reference |

|[Es Add || .7 updaf
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’) Contract Reference Page
/

Custom Contract Reference Page x
Help

SetlD: STATE

Contract 1D: MEXT Contract Version: 1

Contract Information

Contract Category: [NON-PROFESSIOMAL SERVICES |  GL Business Unit: |50100 |Gy
Estimated Contract Value: | 150000 | Responsible Org: 10000 =%

Supplement Agreement

Supplement HNumber: |:| Supplement Date: |EJ

Supplement Amount: | |

Contract Renewal Options

Renewal Date From: | ||£| Renewal Date To: | |EJ

COriginal Number of Renewal Options: |:| Current Renewal Period: |:|

OK || cancel || Refresh |




/,) Integration with Accounts Payable
/

T T Project Accounting,
______________________ I I
Time & Attendance I N Project Customer |
| : Costing Contracts :
|

Absence : e I I

r I

Management Time&labor | | ./ General Ledger I S T_ —— _I ________ T
- — |
| | General : |
_______________________ | Ledger |+ T |
| ' |
| | |
———— e —— I
_______ Procurement | K

I T T g I
Strategic Procurement | |
Sourcing Contracts : |
| |
I I
I |
I I
| |
eProcurement Purchasing I I
I I
| |
I I

|
I
I
Billing |
I
I

Accounts
Receivable

Accounts
Receivable

Click image to return

Expenses

Accounts
Fayable




Interfaces
Y

PCardlIssuer SiteManager
Transactions

eVA

/

WebIMS

CARDINAL}

/ e \

VDO T/eVA FleetFocus M5
Reconciliation

Reporting DB

ISSP Supplier

Click image to return or click here to view descriptions
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@ Interfaces (continued)
/

eVA interfaces with Cardinal in several ways:

« Supplier data and reporting information is sent from eVA to Cardinal daily.

« Purchase orders and change orders in eVA are imported daily.

« Cardinal Procurement sends PCard transactions to eVA.

« Cardinal sends purchase orders and change orders created in Cardinal to eVA.

FleetFocus M5: FleetFocus M5 tracks all hours and parts used, and activity, related to the operation and
maintenance of vehicles and equipment. Cardinal interfaces with FleetFocus M5 by sending PCard and ISSP
related data daily.

Integrated Supply Services Program (ISSP): The ISSP supplier provides vehicle repair parts and shop
items for Cardinal end users. Every location has its own unique card number. ISSP sends ISSP transaction
data to Cardinal.

ISSP Supplier: Cardinal imports ISSP transaction information from the supplier and sends back confirming
data.

PCard Issuer: Cardinal imports PCard transaction information from the bank card supplier (card supplier).
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@ Interfaces (continued)
/

SiteManager: SiteManager sends construction and maintenance contract records to Cardinal, where it is
used to create contracts and purchase orders. SiteManager is used by VDOT Construction Division for the
building and maintaining of roads.

VDOT/eVA Reconciliation Reporting: eVA sends confirming PO data to the Data Warehouse. Cardinal
sends PO payment data to the Data Warehouse, where the two data sets are compared and available for
viewing from the web.

WebIMS: Cardinal users can create requisitions requesting inventory from WebIMS, which sends the item,
guantity, location, and IMS location number Interfaces back to Cardinal so the requestor can locate and track
the product. After the end user confirms their order, WebIMS updates inventory.
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» Flowchart Key

Step
Description

Batch
Process

Manual
Operation

Decision
QOutcome

Entity Name

Depicts a process step or interface.

Specifies a batch process.

Depicts a process step that is preformed manually.

Defines the possible outcom es of a decision or
analysis that took place in a step immediately
preceding.

Represents an entity (person, organization, etc.).

Start

End

Document

O

Step/
Process

Indicates point at which the process begins.
Does not represent any activity.

Indicates point at which the process ends.
Does not represent any activity.

Depicts a document of any kind, either electronic
or hard copy.

Indicates an on-page or intra process connector.
Used to avoid complex overlapping connector
lines or to continue a process on a subsequent

page.

Connects steps between business processes.
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